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Travel and Reimbursement

Travel and Reimbursement System Introduction

As a participant attending a panel meeting at NSF, arrange for both travel and
lodging through the FastLane Travel and Reimbursement System.

The United States Federal Government requires that all NSF business travel
arrangements be coordinated through NSF’s travel management contractors. Do this
through the FastLane Travel and Reimbursement System (see Access the Fastlane
Travel and Reimbursement System).

For each meeting, you must complete the following three steps:

1. Answer the registration questions. The answers to these questions help
determine the meeting travel and day rates and also determine which functions
of the Travel and Reimbursement System will be open to you for that meeting.

2. Confirm your Social Security Number (only if you answered Yes to the
registration question, “Do you have a U.S. Social Security Number?”).

3. Submit your personal and banking information.

Once you have completed these steps, you can do the following, depending upon
how you answered the registration questions for that meeting:
¢ Make travel arrangements
e Submit expenses
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Access the Travel and Reimbursement System

1. On the FastLane Home Page screen (Figure 1), select Panelist Functions in

the navigation bar at the top. The Panelist Functions screen displays (Figure
2).

Figure 1 FastLane Home Page screen. The link for Panelist Functions is

circled.
Panelist Functions
in far the following parmidien baged fundbior
Alerti Computer Scanning Bolicy - Imoortant Infermation for Log In
HSE Yisiters and Panelists.
& a 2 e
pleasa chack thiz box to dizable the
Panel Review Sty rafr b Toobon
o
Interactve Panel Systam
Panel 1D: | POGS000
Travel and Reimbursement System
Parsabisk Lot -
= list P 1 Iri at Kinva Holliday
ANENSE Farsond Lndonmatndn ey -
. Bovacy Act (Adin Usecs:
Motice: After you log in, check your Reviewsr Information and varify Password | yasanansns
that the a-rmail address shown 12 correct, If you Forget your pasiward, {Adrmim, Lsers
we will 2and your re-288 pasiword B tas e-mal sddreis. Acces: to the Liiw wour Passward)
Interactive Panel System requires that JavaScnpt be enabled on
your browser. Log In |

Fornot Passyerd?

Figure 2 Panelist Functions screen. The Log In section is circled.

2. In the Log In section on the Panelist Functions screen (Figure 2), do the

following:
¢ In the Panel ID box, type the Panel/Meeting ID that you received from
NSF.

e In the Panelist Last Name box, type your last name.
e In the Password box, type the password that you received from NSF.
3. Select the Login button (Figure 2). The Panelist System Selection screen
displays (Figure 3).

L— Clhick to work on:
@ Travel and Reimbursement
O Panel Review System O Interactive Panel Systemn

Figure 3 Travel and Reimbursement link at the bottom of the Panelist
System Selection screen.

4. Select Travel and Reimbursement (Figure 3). The Travel and
Reimbursement Main screen displays (Figure 4). If this is the first time you
have accessed the system for the meeting you plan to attend, you must register
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and therefore have access only to Participant Registration Questions, as in Figure
4. See Answer Participant Registration Questions.

Figure 4 Travel and Reimbursement screen with only Step 1 Participant
Registration Questions accessible.
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Register for a Meeting
Register for a Meeting Introduction

Before making travel and lodging arrangements, you must register as a participant
for your meeting. The steps are as follows:
¢ Answer the participant registration questions.
e Confirm your Social Security Number (if you answered Yes to Question 1).
e Submit your personal contact and banking information.
(Click on a link for instructions for that action.)
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Answer Participant Registration Questions

1.

Access the Travel and Reimbursement Main screen (Figure 1) (see Access the
Travel and Reimbursement System).

Figure 1 Travel and Reimbursement screen. Step 1 Participant Registration

Questions is circled.

2. Select Step 1 Participant Registration Questions (Figure 1). The Participant
Registration Questions screen displays (Figure 2).

0‘ Participant Registration Questions

1.

2.

3.

Figure 2 Participant Registration Questions screen. The Continue button is

3.

Participant Mame: Witover, Brad Type: Assigned

Co you have a U5, Social Security number? ® yes 2 MO

Are you & U5, Federal Government Employea? ) YES & NO

Are you a local participant? O vEs ® no

Qefinition of Local Participant

Are you participating through teleconferencing? ) YES ® NO

Definition of Teleconferencing

:;;.m you & Forgign National living in the U5, who is limited to reimbursement O Yes @ NO
r expenses only, such as an H-1B, 0-1, or J visa holder?

Further information on H-18, ©-1, ar 3 visa holder

Is your home address located in the United States? ) YES # no

Do you have an account with a U.S, Financial Institution? {3} YES C-' M

Definition of U.S. Financial Institution

will you be making your travel reservations through NSF's travel agent? ) YES & NO

lff m Cancel |
e

circled.

For each of the following questions, select either the Yes or No radio button:

Do you have a U.S. Social Security Number?
Are you a U.S. Federal Government Employee?
Are you a local participant?

Are you participating through teleconferencing?

Are you a Foreign National living in the U.S. who is limited to reimbursement
for expenses only, such as an H-1B, O-1, or J visa holder?

Is your home address located in the United States?

Do you have an account with a U.S. Financial Institution?

Will you be making your travel reservations through NSF’s travel

agent?

Note: To help you answer accurately, select the definition links under the

questions to see the definition of terms in the question.

4. Select the Continue button (Figure 1).
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If you answered Yes to the question, “Do you have a Social Security Number?”, the
Personal Banking/ZContact Information screen displays and asks you to confirm
your Social Security Number.

If you answered No to the question, “Do you have a Social Security Number?”, the
Personal Contact Information screen displays for you to enter your personal
contact information.
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Confirm Your Social Security Number

You must confirm your Social Security Number if you answered Yes to the
participant registration question, “Do you have a Social Security Number?”

1. Access the Personal Banking/Contact Information screen (Figure 1) (see
Answer Participant Registration Questions).

Figure 1 Personal Banking/Contact Information screen. The Submit button
is circled.

2. In the Enter Social Security Number box on the Personal Banking/Contact
Information screen (Figure 1), type your Social Security Number.

3. In the Re-Enter Social Security Number box on the Personal
Banking/Contact Information screen (Figure 1), type your Social Security
Number again.

4. Select the Submit button (Figure 1). One of two types of Personal
Banking/Contact Information screens displays for you to submit your contact
and banking information, according to whether you have:

e A U.S. address and a U.S. financial institution
e A foreign address and a U.S. financial institution
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Complete Contact and Banking Information

Complete Personal Contact and Banking Information
Introduction

Depending upon how you answered the participant registration questions, you will
submit personal contact and banking information for one of the following:

e U.S. address and U.S. financial institution

e Foreign address and no U.S. financial institution

e Foreign address and U.S. financial institution
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Complete Information for U.S. Address and U.S.
Financial Institution

If you have a U.S. Social Security Number (SSN), you must confirm your SSN before
you can access the Personal Banking/Contact Information screen.

1. Access the Personal Banking/Contact Information screen for a U.S. address
and U.S. financial institution (Figure 1) (see Answer Participant Registration
Questions or Confirm Social Security Number).
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a‘ Personal Banking/Contact Information

Participant Mame: Romero, sherri

Permanent US Residen

ce Address:

Last Updated: 05/23/2006 Meeting ID: POG16Z1

“Address 1:
Address Z:
Address 3:

“City:
*State:
“2ip Code:

“*Email Address:

Contact Numbers:

1800 2nd Road

|Charln:uttesvi|le
Yirginia

22203

|um@nsf.guu

NOTE: all travel tickets will be issued
electronically (e-Tickets) on
government contract carriers, unless
e-Tickets are unavailable in your
travel market area.

*Business Phone

“Home Phone:

: |3045300000

Fax:

Financial Institution Information:

MOTE: At least one voice phone must
be specified. Do not include dashes or
exceed 10 digits.

Financial Institution

*Routing Number:

*Account Number:

“Account Type

: Wachovia Banl;, Mational Association

051001414
42352333
: (O cChecking @& Savings

3 Any A Cardholder
201 N, Walnut St

I Wilmington, DE 19801

i

PAY 1O THE
QADER OF

101
BATE

My Bank USA

§ Ay City, USA

4 ﬁﬁssu:ilpm 101

I

Routing # Acc

ount # Check #

In some cases, the account and check
rumbers may be reverzed.

where are my Routing and Account
nurnbers?

MOTE: If you are using a non-
traditional Checking Account or other
type of Financial Account {i.e. Savings
Account) for your electronic
reimburserment, please contact yaur
Financial Institution to acquire the
appropriate Routing Number.,

Continue I Cancel |

Figure 1 Personal Banking/Contact Information screen for a U.S. address
and U.S. financial institution.

2. In the Permanent U.S. Residence Address section of the Personal Banking
and Contact Information screen (Figure 1), do the following:

10
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In the Address 1 box, type the first line of the street address.
In the Address 2 box, type the second line of the street address (optional).
In the Address 3 box, type the third line of the street address (optional).
In the City box, type your city.
In the State box, type your state.
In the Zip Code box, type your zip code.
In the Email Address box, type your email address.
3. In the Contact Numbers section of the Personal Banking and Contact
Information screen (Figure 1), do the following:
e In the Business Phone box, type your business phone.
¢ In the Home Phone box, type your home phone or cell phone number.
e In the Fax box, type your fax number (optional).
4. In the Financial Institution Information section of the Personal Banking
and Contact Information screen (Figure 1), do the following:
¢ In the Routing Number box, type the routing number for your U.S. financial
institution.
¢ In the Account Number box, type your account number at this institution.
e In the Account Type box, select the radio button for either checking or
savings.
5. Select the Continue button (Figure 1). The Personal Banking/Contact
Information Confirmation screen displays (Figure 2).

Parsonal Banking/Contact Information Confirmation
Plaase varfy the information you have sntered i correct inchuding the Financial Instetution Name aspocated

with your roubing rumbaer. If sny antned requrs edding before you subemt By data, pleade chiek the Edit
button, IF the mformation is correct, please click the Submit batton

Parmanent US Residence Addriess;

Address 11 78 wilson blvd
Address & Buildng 4
Address 3: 245
City: chestar
State; VA
2ip Code: 22203
Email Address: uma@nsf.gov

Contact Mumbers:

Business Phone: 7032415059
Home Phone:
Fa:

Flmancial Institution Information:
Financial Institution: Wachowa Bank, Nabonal Adfosation
Routing Mumber: 051000414
Arcount Number; 12345

Account Type: Chedking

[fubmll] [EdiE|
Figure 2 Personal Banking/Contact Information Confirmation screen.
6. Confirm that the information you typed is correct.
If you need to edit the information:

Select the Edit button (Figure 2), and the Personal Banking/Contact
Information screen redisplays (Figure 1), where you can change the information.

11
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If the information is correct:

1. Select the Submit button (Figure 2). The Personal Banking/Contact
Information Results screen displays (Figure 3) with a message that your
information has been saved.

Figure 3 Personal Banking/Contact Information Results screen. The OK
button is circled.

2. Select the OK button (Figure 3). The Travel and Reimbursement Main screen
displays. You have now completed registration for the meeting and can proceed
to make travel arrangements or submit expenses if applicable.

12
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Complete Information for Foreign Address and No U.S.
Financial Institution

1.

Access the Personal Contact Information screen for a foreign address and no
U.S. financial institution (Figure 1) (see Answer Participant Registration

Questions).

ﬂ" Personal Contact Information

Participant Mame: Witover, Brad Last Updated: 04/11/2006 Meeting ID: POG0GSS

Permanent Foreign Residence Address:

‘Address 1: 10 Reed Strest

Address Z:

‘City, Postal Code,

it Paris, France

'Email Address: NOTE: All travel tickets will be issued
ihrﬂd@nﬂ'gw electronically {e-Tickets) on
government contract carriers, unless
e-Tickets are unavailable in your
travel market area,

Contact Numbers:

Business Phone: |B[I-152|]1I]'|[I NOTE: A lasst one voice shons mlsk

Home Phone: | be specified. Do not include dashes or
exceed 10 digits.

Fax:

Continue i Cancel |

Figure 1 Personal Contact Information screen for a foreign address and no

2.

U.S. financial institution.

In the Permanent Foreign Residence Address section of the Personal

Contact Information screen (Figure 1), do the following:

e In the Address 1 box, type the first line of the street address.

¢ In the Address 2 box, type the second line of the street address (optional).

¢ In the City, Postal Code, Country box, type your city, postal code, and
country.

In the Contact Numbers section of the Personal Banking and Contact

Information screen (Figure 1), do the following:

¢ In the Business Phone box, type your business phone.

¢ In the Home Phone box, type your home phone or cell phone number.

e In the Fax box, type your fax number (optional).

Select the Continue button (Figure 1). The Personal Contact Information

Confirmation screen displays (Figure 2).

13
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Personal Contact Information Confirmation

Flease verify the information you have entered, If you need to edit any entries before
you submit this data, please click the Edit buttan, If all the information s correct,
pleagze click the Submat button.

Permanent Foreign Residence Address:

Address 1: 10 Reed Strest
Address 2:
City, Postal Code, Country: Pans, France,
Email Address: brad@nsf.gov

Contact Numbers:

Business Phane: 8045201010
Home Phone:
Fax:

Submit | Edit]

Figure 2 Personal Contact Information Confirmation screen.
5. Confirm that the information you typed is correct.

If you need to edit the information:
Select the Edit button (Figure 2). The Personal Contact Information screen
redisplays (Figure 1), where you can change the information.

If the information is correct:
1. Select the Submit button (Figure 2). The Personal Contact Information
Results screen displays (Figure 3) with a message that your information has

been saved.
Personal Contact Information Results

Your persanal information was successfully updated.

h

Figure 3 Personal Contact Information Results screen. The OK button is
circled.

2. Select the OK button (Figure 3). The Travel and Reimbursement Main screen
displays. You have now completed registration for the meeting and can proceed
to make travel arrangements or submit expenses, if applicable.

14
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Complete Information for Foreign Address and U.S.
Financial Institution

If you have a U.S. Social Security Number (SSN), you must confirm your SSN before
you can access the Personal Banking/Contact Information screen.

1. Access the Personal Banking/Contact Information screen for a foreign
address and U.S. financial institution (Figure 1) (see Answer Participant
Reqistration Questions or Confirm Social Security Number).

15
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9 Personal Banking/Contact Information

Participant Name: Romero, sherri Last Updated: 08/25/2006 Meeting ID: PO61621

Permanent Foreign Residence Address:

“Address 1:

Address 2:

*City, Postal Code,
Country:

“Email Address: MOTE: All travel tickets will be issued
electronically {e-Tickets) on
government contrack carriers, unless
e-Tickets are unavailable in your

travel marlet area.

lemailf@nsf gov

Contact Numbers:

+ H -
ErEnees Hiome |BD453DDDDD MOTE: At least one voice phone must

“Home Phone: | be specified. Do not include dashes ar
exceed 10 digits.

Fax:

Financial Institution Information:

Financial Institution: Wachovia Bank, Mational Association

. . where are my Routing and Sccount
Routing Number: numhbers?

“Account Number:

“Account Type: (O Checking &' Savings MOTE: If you are using a nan-
traditional Checking Account ar other
type of Financial &ccount {i.e. Savings

?I:‘rl:.h'iﬁ‘:lr:mﬂ o 101 Account) for your electranic
Wilmington, DE 18801 reimbursement, please contact your
Financial Institution to acquire the

peitipi $ appropriate Routing Mumber,
oousns (3 52

My Bank USA

Ay City, USA

ﬁﬁssa@qzsqssns) 101

Routing # Account # Check #

In zame cases, the account and check
numbers may be reversed,

Continue I Cancel |

Figure 1 Personal Banking/Contact Information screen for a foreign
address and U.S. financial institution.

2. In the Permanent Foreign Residence Address section of the Personal
Banking and Contact Information screen (Figure 1), do the following:
¢ In the Address 1 box, type the first line of the street address.
e In the Address 2 box, type the second line of the street address (optional).
¢ In the City, Postal Code, Country box, type your city, postal code, and
country.
e In the Email Address box (Figure 1), type your email address.

16
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3. In the Contact Numbers section of the Personal Banking and Contact
Information screen (Figure 1), do the following:
e In the Business Phone box, type your business phone.
¢ In the Home Phone box, type your home phone or cell phone number.
e In the Fax box, type your fax number (optional).
4. In the Financial Institution Information section of the Personal Banking
and Contact Information screen (Figure 1), do the following:
¢ In the Routing Number box, type the routing number for your U.S. financial
institution.
e In the Account Number box, type your account number at this institution.
e In the Account Type box, select the radio button for either checking or
savings.
5. Select the Continue button (Figure 1). The Personal Banking/Contact
Information Confirmation screen displays (Figure 2).

Personal Banking/Contact Information Confirmation

Please varify the information you have entered is correct including the Financial
Institution Name associabed with your routing number. If any entnes require editing
before vou submit this data, please chck the Edit button. If the information is correct,
please chick the Submit button.

Permanent Foreign Residence Address:

Address 1: 10 Reed Streat
Address 2:
City, Postal Code, Country: PFaris, France,
Email Address: brad@nsf.gov

Contact Numbers:

Business Phone: 5045201010
Home Phone:
Fax:

Financial Institution Information:

Financial Institution: Wachovia Bank, Natonal Association
Routing Mumber: 051001414
Account Number: 33008877
Account Type: Checking

Submit I Editl

Figure 2 Personal Banking/Contact Information Confirmation screen.
6. Confirm that the information you typed in is correct.

If you need to edit the information:
Select the Edit button (Figure 2). The Personal Banking/Contact Information
screen redisplays (Figure 1), where you can change the information.

If the information is correct:

1. Select the Submit button (Figure 2). The Personal Banking/Contact
Information Results screen displays (Figure 3) with a message that your
information has been saved.

17
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Figure 3 Personal Banking/Contact Information Results screen. The OK
button is circled.

2. Select the OK button (Figure 3). The Travel and Reimbursement Main screen
displays. You have now completed registration for the meeting and can proceed
to make travel arrangements or submit expenses, if applicable.

18
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Make Travel Arrangements

Make Travel Arrangements Introduction

Before you are able to make travel arrangements in FastLane for a meeting, you
must first register for a meeting by answering the participant registration questions
(Step 1) and entering your personal contact and banking information (Step 2).

The Travel Arrangements application will not be available to you if you are a local
participant, plan to participate in the meeting through teleconferencing, or the
meeting start date has already occurred.

See Access Travel Arrangements for instructions on how to access the Travel
Arrangements screen.

Methods of Making Travel Arrangements

There are two ways to make travel arrangements:
e Complete the on-line reservation form.
e Call the NSF travel management contractor.

In Travel Arrangements, you can also find information on NSF’s suggested hotel or
other hotels in the Arlington, Virginia, area.

19
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Access Travel Arrangements

You can access the Travel Arrangements screen, if you have completed
registration for a meeting and if you are not a local participant, are not planning to
participate through teleconferencing, or the meeting start date has not yet occurred.,

1. On the FastLane Home Page screen (Figure 1), select Panelist Functions in
the navigation bar at the top. The Panelist Functions screen displays (Figure

2).
Figure 1 FastLane Home Page screen. The link for Panelist Functions is
circled.
Panelist Functions
in for the falloving parmission based functian
Alert; Computer Scanning Policy - Imoortant Information for Log In
HSE Yisitors and Panelists.
5 5 sdas
ploara chack thiz & i abila
Panel Raview AT Y
o
Int@éractva Panel Systam
Panel 1D: | POGS000
Travel and Reimbursement System
P list P i Informat DM:“":’"“'T omday
anelist Persondl Information koo -
> Privacy Ack :':_!"' _':"_._ £

Motice: After you lag in, check your Reviewer Information and varify Risorveril bttt
that the a-rmail addrags shown i2 correct, If you forgat your pasiward, 4 £&r
we will sand your re-saf pasiward B Has e-mal sddress. Acceis to the (I8 > gd Sk
Interactive Panel System requires that JavaScnpt be anabled on
your browser. Log In |

Foroot Passyerd?

Figure 2 Panelist Functions screen. The Log In section is circled.

2. In the Log In section on the Panelist Functions screen (Figure 2), do the

following:
¢ In the Panel ID box, type the Panel/Meeting ID that you received from
NSF.

¢ In the Panelist Last Name box, type your last name.
e In the Password box, type the password that you received from NSF.

3. Select the Login button (Figure 2). The Panelist System Selection screen
displays (Figure 3).

L— Clicl: to work o
@ Travel and Reimbursement >
O Panel Review System O Interactive Panel System

Figure 3 Travel and Reimbursement link at the bottom of the Panelist
System Selection screen.

20
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4. Select Travel and Reimbursement (Figure 3). The Travel and
Reimbursement Main screen displays (Figure 4).

Travel and Reimbursement | run

This website will enable you to inpal
parsenal and banking nformalbon regquired
for reimbursement and lo make trawel
arrangements. Use of ihis system will
expedite the processing of your travel
reimbarsement.

To begin tha process, we havae o faw questions
yeu nead to answer., If vou have guestions,
plaass contact the following meeting contact,
syee@ng ooy who will be able bo assist you.

I veu harve & S5N, & @ reguired 1o be provadad
by Federal Liw. Your nurmber will be i g secure
datobags with hmifed acoess.

It i & Federal travel ragulahion that all Iraval
arFahgamErts must be mads thrdugh H9FE travel
FRRASEFER CERFACIE

Participant Nama; Holkday, Dan  Meeting ID:POS2000

You have been sucoesshully regsterad

L r_':J' Participant Reglstration Questions

LLL f; Personal Banking/ Contact Information

¥ou have been successfully registered,
The follcwing bnks are now available for you to use:

< Leavel Arranoements -
Submit Expenses

Figure 4 Travel and Reimbursement screen. The Travel Arrangements link

is circled.

5. Select Travel Arrangements (Figure 4).

6. If you are a Non-Federal, Non-Local, Attending On-Site participant, the Travel
Arrangements screen displays as in Figure 5 with the Meeting ID and your
participant name at the top right. You have options to do the following:

e Complete the on-line reservation form.

e Call the NSF travel management contractor.

e Find information on NSF’s suggested hotel or other hotels in the Arlington,

Virginia, area.

Figure 5 Travel Arrangements screen.

If you are a Federal, Foreign Non-Flat Rate, or Workshop participant, the Travel
Arrangements screen displays as in Figure 6 with the Meeting ID and your
participant name at the top right. You have the option of finding information about
NSF’s suggested hotel or other hotels in the Arlington, Viriginia, area.

Figure 6 Travel Arrangements screen with hotel information.

21
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Complete the On-Line Reservation Form

The Online Reservation Form is only for arranging transportation. FastLane sends
your completed online reservation form directly to the NSF travel management
contractor.

1. Access the Travel Arrangements screen (Figure 1) (see Access Travel
Arrangements).

Figure 1 Travel Arrangements screen. The On-Line Reservation Form link is
circled.

2. On the Travel Arrangements screen (Figure 1), select On-Line Reservation
Form. The On-Line Reservation Form screen (Figure 2) displays.

22



3.

On-Line Reservation Form

Travel and Reimbursement

This information will be sent to Sato
Travel, (BOO) 817-5257
travel@nef.aey

Ernar waloes and chiek “Subeit” whan
comgiets. Required Fields are preceded
by an ssherk (),

MROTE: Emal the mesheg contact,

. for aggistance wih
miaking Fotel svangements; or contact
the suggested hotel direckly,

Participant Hame: ®inver, Brad  Meeting 100 #P06065%

ghipping Address for Ticket Delivery Via Fedoral Expross:

" Organization Mame: s

“Address 11 (B0 France Road (D ok e b0 & PO, Bon)
Address 22

City: [Charanesalle

Shate: Wirgens B Etata e repinad dor B3]
2ip Codes |22203 (2 e 45 mupuioat For T - Womaric anle)
Country: United States [~ |

HOTE: Al ravel teckats vedl be ssued
electronically {e-Tickets) on
fgavarimant cofiract carminrd, wiledd
e=Tickets are unavailable in your
trawed market sres.

" Email Address: !E Eiﬂ@‘ﬂlmnll.'l:ﬂl‘ﬂ

Contact SNumbiers:

Busimess Phone: [B045105309

" Hame Phone: r__—

Fax:

VAR Bt s rarcn phome sowrt ba spectlind )

Made of Transporlaliod:

Mode of Transpertation: (=) a5 Crmad O s i Parsanal Wehichs (D othnr

Darparturs Alrport SRall Station:

HOTE: Choose &n airport/station near
your hamee or cffice, 88 HSF will nat
(a9, Job Warse AUpavt, Quaags CHONET, pay for traval io, oF lodging Bt this
Ay ainportistation. This field is required i
you are traveling by Ax or Rail,

‘Departure dirport fRail den
Station Hame:

Maooting Locatian: Arlingten, V&

Preferred Schedule Information:

a1 baast ona dates/Sima combination muest be tpechied for TO REETING,
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Figure 2 On-Line Reservation Form screen. The Submit button is circled.

In the Shipping Address for Ticket Delivery Via Federal Express section of
the On-Line Reservation Form screen (Figure 2), do the following:
e In the Organization Name box, type the name of the organization you are

affiliated with.
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10.
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In the Address Line 1 box, type your street address.

In the Address Line 2 box, type the second line of the address (optional).

In the City box, type the city of your address.

In the State box, select your state from the drop-down list.

In the Zip Code box, type your zip code (optional for foreign address).

In the Country box, type the name of the country you are currently located

in.

¢ In the Email address, type the email address where you want to receive NSF
communications.

In the Contact Numbers section (Figure 2), do the following:

e In the Business Phone box, type your business phone.

¢ In the Home Phone box, type your home phone or cell phone number.

e In the Fax box, type your fax number (optional).

In the Mode of Transportation section (Figure 2), select the radio button for

the mode that you prefer.

In the Departure Airport/Rail Station section (Figure 2), type the name of

the airport or rail station you are departing from (required if you picked either of

these modes of transportation.

Note: Choose an airport/station near your home or office, as NSF will not pay for

travel to, or lodging at, this airport/station.

In the Preferred Schedule Information section (Figure 2), do the following:

o In the Earliest date for travel to meeting box, type that date in
mm/dd/yyyy format.

e In the Earliest time for travel to meeting box, type the earliest time you
will be ready to leave in hhmm format.

e In the Latest date for travel to meeting box, type that date in
mm/dd/yyyy format.

e In the Latest time for travel to meeting box, type the latest time you will
be ready to leave in hhmm format. Note: You must enter at least the earliest
or latest date and time.

¢ In the Earliest date for travel from meeting box, type that date in
mm/dd/yyyy format.

e In the Earliest time for travel from meeting box, type the earliest time
you will be ready to leave in hhmm format.

¢ In the Latest date for travel from meeting box, type that date in
mm/dd/yyyy format.

e In the Latest time for travel from meeting box, type the latest time you
will be ready to leave in hhmm format.

Note: You must enter at least the earliest or latest date and time.

In the Preferred Seating section (Figure 2), select the radio button for your

preference (for air travel only).

In the Special Travel Needs section (Figure 2), type in the Comments box any
special needs that you might have for travel. (NSF does not guarantee delivery.)

Select the Submit button (Figure 2). The On-Line Reservation Form Results

screen displays (Figure 3) with the message that your reservation form has been

sent.

On-Line Reservation Form Results

Your updated reservation request has been sent.
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Figure 3 On-Line Reservation Form Results screen. The OK link is circled.

11. Select OK (Figure 3). The Travel and Reimbursements Main screen displays.
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Call the NSF Travel Management Contractor

You can arrange for transportation by calling the NSF travel management contractor
directly.

1. Access the Travel Arrangements screen (Figure 1) (see Access Travel
Arrangements).

Figure 1 Travel Arrangements screen. The NSF Travel Management
Contractor section is boxed.

2. On the Travel Arrangements screen (Figure 1), find the name and 1-800
phone number of the NSF travel management contractor.

3. Call the contractor. You must give the contractor your name and Panel/Meeting
ID, which is at the top right of the Travel Arrangements screen.
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Find Hotel Information

1.

2

Access the Travel Arrangements screen (Figure 1) (see Access Travel
Arrangements). If information is displayed in the Suggested Hotel Information
section, NSF has reserved a block of rooms at the suggested hotel for the
participants of your meeting.

Figure 1 Travel Arrangements screen. The Suggested Hotel Information
section is boxed.

. Contact the hotel directly to make your reservation.

Find Other Hotels in the Arlington, Virginia, Area

1. On the Travel Arrangements screen (Figure 2), select Additional Hotels. The

Hotels screen displays (Figure 3).

Participant Name: Holliday, Dan Meeting ID: =P0S5000

1. On-Line Reservation FOrm (transportation enly): This form is sent via email to the travel
maﬂagemem contractor.

2. Call sato Travel, MSF's travel management contractor, at {800) 817-5257. You will need to
provide Sato with your mesting 1D #P069000 (for transportation and lodging).

‘ 1 L3 & o oy " i ¥ L ] B S B -
suggesied Hotal Information o La el to make your reservacio

Hotel Name:
Hotel Address 1:
Hotel Address 2:
Phone Number:
Fax:

Hotel URL:

e

i View Additional Hot-e-]-f" y
\"'--\_

Renaissance Washington D.C.

999 9th Street, NW

202-895-9000
202-7859-4213

htto:/fwww. travelhero. com/prophome.cfm/1d/ 1 3563/ hotels/ reservations

Figure 2 Travel Arrangements screen. The Additional Hotels link is circled.

Figure 3 Hotels screen. The Go button is circled.

2. In the View Metro Area drop-down list (Figure 3), select the stop for the
Metropolitan Area Transportation Authority (Metro) that you want to look for
hotels near, or choose All to view hotels in the entire Washington Metropolitan

region.

3. Select the Go button (Figure 3). The Hotels screen displays (Figure 4) with a
listing of information on hotels that are in the area that you chose.
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You may make allormats arrangements lor lodging.

Participant Name: Hollidey, Dan - Heeting ID: $FO65000
Select the specific Hetro stop Lo
wiew the hotels in that area. e
alixls
For additicral mass trarsit informatson
please refer to the Washs H ™ ‘Go| Cancel
Trw_ - View Melre Arear |Matre Stoa: Sallgten =l _I_l
venhsite [ooated Bt s, STTALE S0 Aran Holel Manis Al daen Fhane Fax DHstEnn
Matrg S2oe: Th Arhnaion HiReS Hotel #50 M. Stafford TI-g12- T332 Mext dogr e
The metra stop for the MSF s Ballston. Ballgten Straet Arlingien VA 5134 5127 Matro B HESF
1203
Matrg Shop; [ o Aoy 4610 N, Fasrfax M3-243- FOIF-52T- 3 bdoghs from
Sallpign i i Dirve Arlington WA il %77 Metro & REF
12203
Matro Step!

1211 K. Glabs Road 703347 TF03-534- < blogks from
Sallgten & Routas 66 3390 Byaw Mgtro & NGF
Arlingien WA 23201

Figure 4 Hotels screen with a listing of information on hotels in the chosen
Metro stop area.

4. Click on a hotel name (Figure 4). The hotel’'s website opens in a new window.
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Submit Expenses

Submit Expenses Introduction

To submit travel expenses to NSF you must meet the following criteria:
e Answered No to the participant registration question, “Will you be making
your travel reservations through NSF’s travel agent?”
e Registered for the meeting and submitted your personal contact and banking
information.
e Registered as a Non-Federal, Non-Local, Attending On-Site participant.

NSF reimburses two kinds of expenses:
e Personally owned vehicle (POV) mileage and toll expenses for those who used
their own automobile, motorcycle, or airplane to get to/from the meeting
e Personally purchased transportation ticket to/from the meeting.
Note: Any transportation arrangements not made through NSF’s travel
management contractor must have prior approval. The NSF cannot reimburse
transportation ticket expenses that exceed the NSF’s contracted airfare.

You can edit your expense reimbursement submission up to the point that NSF
begins processing it. If you still need to submit more expenses, after NSF has
completed processing your initial expenses, you can submit additional expenses for
POV expenses or ticket expenses.

See NSF Policy on Expense Reimbursement for details on those expenses NSF
reimburses.
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NSF Policy on Expense Reimbursement

NSF reimburses participants' approved travel expenses, according to Federal policy.
Please keep in mind the following general guidelines when making your travel
arrangements:

(0]

30

Points of Departure/Return - The authorized points of travel departure
and return are the traveler's official duty station or residence. Travelers will
be reimbursed for travel expenses only between these points and the meeting
site. On occasion, a traveler may be away from his/her duty station or need
to go to another destination after the meeting. If this is the case, and it is for
the convenience of the Government, then an alternate authorized point may
be used. This must be noted. These are not stopovers. The traveler must
begin or end official travel at the other authorized point.

Reservations - Reservations for transportation must be made through the
NSF travel management contractor. The Meeting ID is required to make
reservations. NSF cannot reimburse over the contract airfare.

Common Carrier (airplane, train or bus) - Travel by common carrier is
presumed to be the most advantageous to the Government and is the
authorized mode of travel.

Contract Carrier Flights - Travelers are expected to use contract air carrier
services provided to Federal agencies at reduced rates through the General
Services Administration City Pair Program; reimbursement for transportation
costs cannot exceed the amount of the contract carrier round-trip airfare.
International Flights - Travelers must use U.S.-flag air carriers for
international air travel, if available, even if travel on another airline is less
expensive. NSF cannot reimburse travelers for transportation on another
airline unless U.S.-flag carrier service is not available. A U.S.-flag air carrier is
a carrier holding a certificate under Section 401 of the Federal Aviation Act of
1958. The NSF travel management contractor will make travel arrangements
in compliance with this regulation.

Airline Tickets - Tickets must be e-tickets unless there is a compelling
reason for a paper ticket. Electronic tickets are issued 2 days prior to the
travel date. Travelers will receive an email confirmation with an attached
electronic invoice. The attached invoice may be used for airport entry. NSF
cannot reimburse over the contract airfare.

Use of a Personal Vehicle - Travelers may be authorized to use a
personally owned vehicle (POV) as the mode of transportation to NSF
meetings, under the following conditions:

o Travelers sign and submit a mileage statement to the program office
sponsoring the meeting. The use of a private vehicle is approved in
advance by NSF.

0 Mileage reimbursement is limited to the rates established by the General
Services Administration. (See http://www.gsa.gov/ for the current mileage
rates.)

o0 The total amount of the reimbursement for POV expenses does not exceed
the cost of the airfare on a Government contract air carrier.

o It is NSF Policy that only one form of POV may be claimed per meeting.
International Participants - Citizens of a foreign country who visit the
United States usually need to obtain a visa. For NSF meeting participants, this
typically is a visitor visa, a non-immigrant visa for travel to the United States
for a scientific, educational, or professional meeting or conference on specific
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dates. Current information on U.S. visa policies is published on the
Department of State Bureau of Consular Affairs website at
http://travel.his.com/visa/tempvisitors_info.html

31



pd_travel_reimbursement

Access Submit Expenses

1. On the FastLane Home Page screen (Figure 1), select Panelist Functions in
the navigation bar at the top. The Panelist Functions screen displays (Figure
2).

Figure 1 FastLane Home Page screen. The link for Panelist Functions is

circled.
Panelist Functions
in for the Follewing parnidisen bajed funs
Alert; Computer Scanning Policy - Imooertant Information for Log In
HSFE Yisitors and Panelists.
¢ dias
1 able tha

" Panel Review

Interacthrrg Panel Systam

Panel 10y | POES000
Travel and Reimburseament System
; Planatist Last | Holliday
Fanelist Persond Information it
anglist Parsonal Informatio Privacy Ack (Adrin. Usari
Notice: After you log in, check your Reaviewsr Information and varify e —
that the a-mail address shown i correct, If you forget your password, {Adrmim, Ligers
we will sand your re-s88 pasiword B tas e-mal address. Acces: to the Lhaw wour Password)
Interactive Panel System requires that JavaScnpt be anabled on
your browser. Log In |
Forgot Passyod?

Figure 2 Panelist Functions screen. The Log In section is circled.

2. In the Log In section on the Panelist Functions screen (Figure 2), do the

following:
e In the Panel ID box, type the Panel/Meeting ID that you received from
NSF.

e In the Panelist Last Name box, type your last name.

¢ In the Password box, type the password that you received from NSF.
3. Select the Login button (Figure 2). The Panelist System Selection screen
displays (Figure 3).

Chclk to work on:

___,.,--'—"'_'_'_'_'—\_\_‘_‘_‘_‘—‘-\-..\__L
(0 Travel and Reimbursement >
O PanelReview Systern O |nteractive Panel System

Figure 3 Travel and Reimbursement link at the bottom of the Panelist
System Selection screen.

4. Select Travel and Reimbursement (Figure 3). The Travel and
Reimbursement Main screen displays (Figure 4).
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T!u: website will enabile you 0o inpot
al and banking information reguired
reimbursement and to make iravel
arrangements. Use of this system will
expedite the processing of your travel
reimbursement.

To begin the process, wa have s few quasbons
vou nesd to srgwer, IF you hivde queshong,
pleasa contact tha following mesting contadt,
sreadral goy whe will ba abla b skt you,

If wou hawve & S5H, & is required to be prowvided
by Federal Law. Wour nember will be i a secure
database with liméed acoess

11 = & federal travel ragulation that all travel
arrangements musl be mada through NEFR travel
MANAGEMEn CONLTaIOr.

Travel and Reimbursement

Participanl Name: Holliday, Dam

You have been successfully registered.

el '@ Participant Reglstration Questions

E'G':l Personal Banking /Contact Information

Tou have boon succossiully registerad.
Thee Following links are now svailable for you to uss:

Leavel Arranoements

Heating 1D=POE300

Figure 4 Travel and Reimbursement screen. The Submit Expenses link is
circled.

5. On the Travel and Reimbursement screen (Figure 4), select Submit
Expenses. The Submit Expenses screen displays (Figure 5). You have the
options to submit expenses for:

e Personally owned vehicle (POV) mileage and tolls
e Personally purchased transportation ticket

Figure 5 Submit Expenses screen.
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Submit POV Mileage Expenses

NSF reimburses a participant that used a personal automobile, motorcycle, or
airplane to travel to and/or from the meeting. NSF reimburses on the basis of a fixed
rate per mile traveled and for toll costs. See NSF Policy on Expense Reimbursement.

1. Access the Submit Expenses screen (Figure 1) (see Access Submit Expenses).

Figure 1 Submit Expenses screen. The Personally Owned Vehicle (POV)
Mileage link is circled.

2. On the Submit Expenses screen (Figure 1), select Personally Owned Vehicle
(POV) Mileage. The Personally Owned Vehicle (POV) Mileage screen
displays (Figure 2).

Personally Owned Vehicle (POV) Mileage

Participant Name: Holliday, Den  Heeling 10z PO85000
Flease provide an estimate of the
mamiber of rownd trip miles for Estimated Mileage:

reimbursement purposes. Policy
POY Hileage Type: | Aulomobds -I
If ardes 4o grtes veur ealeulated

mileaga, pisase cpan & naw browser Estimated Hileage: |10
wingdaw and go to @ travel websate and
caiulate your round trip midenge. Once Other (Parking & Tolls):

your reand trip medeape is calculated,
please return 1o this window and enter

the round trip caloulated mileage on this Tall Amaunt: ,Eu i_ﬁ

pagE.

By antemsng and submittng the ssbmate ¢ y

i
of the rumber of rooand tnp meles to NEF L -.n—I\t-Mtt

o are cartfying that the astimated
milasge shput I8 Scursts to the bast of
Four krowhadge.,

Tt &5 MSF Pohicy that caly one form of POV
may be claimed per mesting.

Figure 2 Personally Owned Vehicle (POV) Mileage screen. The Submit
button is circled.

3. In the Estimated Mileage section (Figure 2), do the following:
e In the POV Mileage Type drop-down list, chose the type of vehicle you used.
e In the Estimated Mileage box, type the number of round-trip miles you

traveled. (Calculate your miles with the help of a travel website.)

4. In the Other (Parking and Tolls) section, type the amount that you spent on
tolls.

5. Select the Submit button (Figure 2). A screen displays (Figure 3) with the
message that your expenses have been submitted.

Success: Your expenses have been submitted to NSF.

Figure 3 Screen with message that your expenses have been submitted to
NSF for approval. The OK button is circled.
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6. Select OK (Figure 3). The Travel and Reimbursement Main screen displays.

You can edit your expenses up to the point that NSF begins processing your
submission.
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Submit Personally Purchased Transportation Ticket
Expenses

You must have prior approval from NSF for a personally purchased transportation
ticket. NSF reimburses only up to the amount of the Government’s contract airfare
(see NSF Policy on Expense Reimbursement for details). You must submit your
receipts to your meeting contact.

1. Access the Submit Expenses screen (Figure 1) (see Access Submit Expenses).

Figure 1 Submit Expenses screen. The Personally Purchased Transportation
Ticket link is circled.

2. On the Submit Expenses screen (Figure 1), select Personally Purchased
Transportation Ticket. The Personally Purchased Transportation Ticket
screen displays (Figure 2).

Figure 2 Personally Purchased Transportation Ticket screen. The Submit
button is circled.

3. In the Ticket Amount box (Figure 2), type the amount for your ticket.

4. Select the Submit button (Figure 2). A screen displays with the message that
your ticket amount has been submitted to NSF.

Success: Your ticketed amount has been submitted to NSF.

REMINDER: All receipts must be submitted prior to any reimbursement being distributed.

Your meeting contact is: syee@nsf.gov

Figure 3 Screen with the message that your ticketed amount has been
submitted to NSF for approval.

5. Select OK (Figure 3). The Travel and Reimbursement Main screen displays.

You can edit your ticket expenses up to the point that NSF begins processing your
submission.
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Submit Additional POV Expenses

You can submit additional expenses only after NSF has completed processing of your
initial POV expenses submission. See NSF Policy on Expense Reimbursement for
details on what can be reimbursed.

1. Access the Submit Expenses screen (Figure 1) (see Access Submit Expenses).

Figure 1 Submit Expenses screen. The Personally Owned Vehicle (POV)
Mileage link is circled.

2. On the Submit Expenses screen (Figure 1), select Personally Owned Vehicle

(POV) Mileage. The Personally Owned Vehicle (POV) Mileage screen
displays (Figure 2).

twbmat Loponsas

Personally Owned Vehicle (POV) Mileage

Participant Mame; Witover; Brad SMeeting 1D; POSOS33
Meagse provide an estimate of the
number of round trip miles for Extimatoed Milpago:
robmbursement purposes, Policy

POY Mileage Type: /4

riter |
Ln order to & your caloulsted Estimated Mileage: O

milesge, please opan & rew browser
windcw snd go b5 & travel website and )
caleulate pour reund trip milsage. Ones Other (Parking B Tolls):
your found tnp releage o caltulated,
pleass return e this window shd enter
the round trip caloulabed midsage on this
page.

Tall Amsientz §0.00

By artanng and gubmntting the esiemnate ra & § fa
of the numbar of rownd Enp mulss 1o NSF ‘-._“'ﬂmm Qt'
vois are certdying that the astimasted o o

mile inpat 5 sooursts ko the bast of
vour knowledos,

Figure 2 Personally Owned Vehicle (POV) Mileage screen. The Additional
Expenses link is circled.

3. Click Additional Expenses (Figure 2). The Additional Expenses for
Personally Owned Vehicle (POV) Mileage screen displays (Figure 3).

Personally Owned Vehicle (POV) Mileage

Participant Name: Witover, Brad Meeting 10: PO&0535
Please provide an estimate of the
number of round trip miles for Estimatod Mileage:
reimbursement purposes. Policy

In ordar ta antar your caloulabed D imagn Typn) | HiA i
r ¥

rulaage, plaate open a new browser Estimated Mileage: 0

window and go to a travel website and Hew Amendment’s

caloulate your round tnp mileage. COnce Esxtimated Mileage:

your round top rrolesge 13 caloulabed, 3

plesse return to this window and anter Other {Parking B Tolls):

the rosnd trip caloulated mileage on this

page.

Toll Amowunt: §$0.00

Mew Amandment's Toll
By sntenng and submmitting the sstimate Amount: § 0.00

ok tha rorehar oF rramd b sl b WEE

Figure 3 Additional Expenses screen for Personally Owned Vehicle (POV)
Mileage.
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4.

5.

7.
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In the New Amendment’s POV Mileage box (Figure 3), type the additional
amount of POV mileage.

In the New Amendment’s Toll Amount box (Figure 3), type the additional
amount of toll expenses.

Select the Submit button (Figure 3). A screen displays (Figure 4) with the
message that your additional POV expense amount has been submitted to NSF
for approval.

Success: Your expenses have been submitted to NSF.

=

Figure 4 Screen with the message that your expenses have been
submitted to NSF for approval.

Select OK (Figure 4). The Travel and Reimbursement Main screen displays.
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Submit Additional Ticket Expenses

You can submit additional expenses only after NSF has completed processing of your
initial ticket expenses submission. See NSF Policy on Expense Reimbursement for
details on what can be reimbursed.

1. Access the Submit Expenses screen (Figure 1) (see Access Submit Expenses).
Figure 1 Submit Expenses screen. The Personally Purchased Transportation
Ticket link is circled.

2. On the Submit Expenses screen (Figure 1), select Personally Purchased
Transportation Ticket. The Personally Purchased Transportation Ticket
screen displays (Figure 2).

Figure 2 Personally Purchased Transportation Ticket screen.

3. Select Additional Expenses (Figure 2). The Additional Expenses for
Personally Purchased Transportation Ticket screen displays (Figure 3).

Figure 3 Additional Expenses for Personally Purchased Transportation
Ticket screen.

4. In the New Amendment’s Ticket Amount box (Figure 3), type the amount of
the additional expenses for the ticket.

5. Select the Submit button (Figure 3). A screen displays (Figure 4) with the
message that your additional expenses have been submitted to NSF for approval.

Figure 4 Screen with message that your additional expenses have been
submitted to NSF for approval.

6. Select OK (Figure 4). The Travel and Reimbursement Main screen displays.
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